PSC CONTRACT PROCESS: COMPLETING CONTRACT PACKAGE 


Principal Players Supporting Roles 


JHt fit 

General Services Project Manager Procurement - Auditor 
(Finance) (Depts Citywide) city Attorney - Dept Dir 

Budget/CMO - City Clerk 


Initiating Event (see also PSC Contract Process: General Services Role) 

2)_f\ YOU ARE HERE 


Formal Process RFP/Bids for over $25,000 



Informal Process - if not Bid for $5,000 - $25,000 


w 



COMPLETE THE 
CONTRACT PKG 



GS works w/PM (& w/City Attorney, as needed) to compile the complete Contract Package: 
✓ Questions & negotiations for large Contracts (see previous stages) 

S Support for PM 

s Handle “curve balls” & unknown/new issues 
s Software agreements (incl: ownership & training) 
s Contracts where Vendor doesn’t want to sign using City boilerplates 


Contract 

Boilerplate 


Scope of Services 
(Exhibit A) 


Payment Provisions 
(Exhibit B) 


Competitive Solicitation / 
Waiver / Council Res 


Certifications OR 
Waivers 


Insurance Certs & 
Endorsements 

OR Waivers 





Workforce 

Comp 


Nuclear 

Free 


Oppressive 

States 


Living Wage 


EBO 


Cmty Agency: 
Anti-Lobbying 


Cmty Agency: 
Drug-Free Workplace 


Council Res/Ord 
finalized w/# 


Form 700 
(Consultants only) 


Business Lie # 


Federal Tax ID ft 



GS routes Contract for 
Review & Signature to: 


City Auditor 

^Assigns Contract# 
v Signs Contract 


City Clerk 
^Attests signatures 
s Images Contract 
s Files 1 original Contract 
* Sends 1 original to Vendor 


Imaged Contract is indexed & 
entered @ Records Online for access 


Updated 6/6/16 































































































































































PSC CONTRACT PROCESS: GENERAL SERVICES ROLE 


Principal Players 


Supporting Roles Initiating Event 


it- j m 


General Services 
(Finance) 


Project Manager 
(Depts Citywide) 


Procurement - Auditor 
City Attorney - Dept Dir 
Budget/CMO - City Clerk 


GS participates in decision 
whether Project/Purchase 
Requires Contract 



Formal Process RFP/ 
Bids for over $25,000 


Informal Process - if not 
Bid for $5,000 - $25,000 




Formal Process 
RFP/Bids >$25,000 




PM submits Spec Request to 
General Services for 30-Day 
Report -> Council authorizes 
Contract RFP/IFB Process 



BEFORE RFP PROCESS: GS & PM discuss contents of RFP: 
y Form: an RFP or IFB or Bid or something else 
y Requirements: insurance - bonds - certifications 
y Who to send it out to (in addition to posting @ CoB website) 




f 



J RFP/Bid published; 
Questions go to PM 

—► 

PM drafts Answers & 
sends to GS for review 

l _ _> 


^__ J 




GS may attend IF 
it’s big/costly item 


Selection of 
: Contractor/Vendor 



\ 

PM submits Council report for authority 



r \ 

to pursue contract, report includes: 
y Scope of Services 

Council x 
Approval? , 

YES 

Contract 
Council Res 

y Payment Provisions 
✓ CMS# 


# 

^ J 


i C -\ 

N0 ► Specific Options TBD 



© 


Informal - if not 
$5,000 - $25,000 


m\ 


BEFORE CALL FOR QUOTES: GS & PM conversation about: 
y Waiver of Competitive Solicitation (for CM authorization) 
y Requirements: insurance - bonds - certifications 
y Other issues & requested waivers (for CM authorization) 


t 


PM issues Call for Quotes & 
receives Vendor responses 


PM: Selection of 
Contractor/Vendor 




PM adds Contract in 
CMS & gets CMS # 
contacts GS 
to draft Contract 


ft 


GS & PM discuss Contract contents: 
y Requirements: insurance - bonds 

✓ Certifications & Requests for Waivers 

✓ Waiver of Competitive Solicitation 

GS may respond to PM &/or Vendor questions 
GS may negotiate with Vendor & work w/City Atty 


GO TO: COMPLETE 
CONTRACT PKG 


Updated 6/6/16 










































































































